MASSACHUSETTS
ONE-STOP
CAREER CENTERS

— %
A proud partner of the americanjobcenter’ network

N&i cdng nhdn va chti nhin v&i nhau.

Tu Quang Cao cho Minh Trén Giay - Trang Pau Thu

Trang dau thu 12161 gidi thiéu quy vi chanhthitccho chinhan
twong lai valuéon phdi c6 khi géti bat ctt resume (tiéu so viéc
lam)nao. Vi d6 thuong 13 phan duge docdau tién néncé thé
c6 su khac biét gitta viéc dugec moi dénphong van va bi loai.
Vay lam cdch nao dé thu hit chti nhan doc resume cliaminh?
Nén ghi thong tinnao tai trang dau thu?

D6 1amot vai cau hdi quy vi phai giai ddp khi ti€nbude trén
quang dudng tim viéclai. T thong tinnay gitphiéurd céc
dang trang dauthu khac nhau va phéc thaomot s6 goi ¥ hitu
ich dung thu hit su chi y cianguoi doc.

Thu Hat Nguoi Poc

Pé ti€p can v6i chii nhan, quy vi phéi soan thio trang dau thu
sao chongin gon vathat hay. Noi dung khong 1a bansao ctia
resume ma phai néu bat dugenhiing gi quy vi c6 thé thuchién
cho chti nhan. Rat khé viét mot bitc thu hoan toan khéc biét
cho mbi cong viéc xin vao 1am, do d6 nénviétthat thong
dung. Theo c4ch nay quy vi c6 thé tao mot biic thircdn ban cé
thé sao lai cho méi chtinhandoc né. Ping bao gidviétthu
mau chi dé sao lai va goui di.

Tu Gi6i Thiéu theo Hai Cach

C6 hai dang trang dau thuchénh: thu xinviéc va thuxinthong
tin. Thu xin viéc nham dén quang c4c vieclam cu thé. Khi
soan thao thu nay, can phaitrinh bay so lugcnhimgky nang
vathanh tich thichhgpnhatcho nhucau clia hang. Mot s6 chi
nhan dé nghi s6t dung thuatng hay ngon ngit trong 161 quang
céo dé trinh bay t6t hon.

Thu xin thong tin 12 cong cu tiép thi ding dé dugc phong van
tirhang hoac dé tra 151 v6i moi quen biét qua thutir. Phai goli
nhitng bic thu ndy sau khi quy vi d tim hiéudoichitve dieu
quan tamnghé nghiép cia minh, vé thi trudong viéc lam va
nhitng hing cu thétrongkhu vuc c6 thé thué ngudi.
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Tao An Tuong Thich Hop

Batké quy vi goui dang thunao, diém chanh 1a dugc moi dén
phéng van! Sau day 1a mudi dieu can nhé khisoan théo bat ci dang
trang dau thu nao:

¥ Viétthucho congviéc canngudicy thé. Khongeé kiéu thu
Edanh cho moi truong hopE. Mbi cong viéc xinlam déu khéc
nhau. Cin sao thu dé cho biét quy vi dép ting nhu cau viéc lam
nhu thé€ nao. Chi y nhicdén viéc 1am trong vai cau dautién dé
ngudi doc biét duge quy vi muodn xinlam cong viéc gi.

=» Mo taky nang lién quan dén viéclam. Cho biétquy vi dalam
viéc tai hang nao dé trén cwong vi cu thé khong cé nghia la
ngudi doc s& hiusu lién quan gitta quy vi, cong viéc dalamva
viéc lam yéu cau. Diéu nay hituich khichi rd su lién quan gitia
kinh nghiém vGiky nang va truc ti€p dgichi€u vgiviéc lam
dang xin.

=¥ Gai ding ngudi. Can goui thu cho nhan vatxacdinh trong hang.
Diéu nay dacbiét quan trong d6ivéi thu xinthong tin. Néu chua
c6 dau méi tiép xtic,nén goidénva xinténtudi. Vanéndung dau
phdy sau tén goi - nhuvay s& thanmat hon.

~» Viét cau ma dau hap dan. Khi doc thu, moi ngudi thudng doc
lu6tndi dung. Nhimg cau dautiénthu hit sy chd y -trinh bay
tai sao quy vi lai 1a nguoithich hopnhét cho cong viéc hoac de
cap dén dieu ma hang quan tam - s€ lam chl nhan ti€p tuc doc
téi.

~» Ghinhiing thong tinquantrong. Ho tén, dia chi va s dién thoai
(ké ca s6 viing) clia quy vi phai rd raing d& thay trén moi trang
dau thu gai di. D6 1a dieu dau tiennguoi doc tim kiém khi mudén
lién lac v6i quy vi.

=» Pdnh mdy vakiém tra chdnh ta trang dau thu trude khi gai di.
Trang dau thu tao an tugng vé quy vi. Ldi trong d6¢6 anh
hooungdén cidchchi nhandéanh gid quy vi. Néuthu viét rd rang
vachuyén nghiép thi chu nhansé tin quy vi ciing nhu vay.
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=¥ Nén ngédn gon. Mot s6 cht nhan nhan duge nhiéu trang dau
thu varesume mbingay, vi vay ho mudn biét vé quy vi ma
chéng phdidoc quanhieu thong tinkhong can thiét. Nén
dung tir chi hanh dong va ct phap hitu hiéu dé mo ta thanh
tich cia minh. Thu ciing phai giéi hantrong mot trang gidy
vachitabahoac bon doan van (Xem dé nghi vé noi dung

doan van duéi day).

Tu Quang Cdo choMinh Trén Gidy - Trang Dau Thu

Quyét Tam

Noi dung bitcthu giitvai trd quan trong trong triénvong

dugc moi dén phéng van. Vay hiy dé né phuc vu quy vi! Job
Search Journal (Nhat Ky Tim Viéc), Resume Guide (Hu6ng
Dén Viét Tiéu S60 Viéc Lam) va nhitng 4n phdm khdcctia
DCS ¢4 san tai Trung Tam Ngheé Nghiép Day Da (One-Stop

Career Center) nay. Nhitng an phim d6 cé nhieu goi y viét
=¥ Hay tutin, sdng tao vanhiét tinh! Ti€p sau resume, trang vin vanhitng bitc thuméu hay.
dau thu 12 cdch t6t nhatdé tu quang c4o minh trén gidy.
Cung v&i viéc minh hoalgi ichkhi thué minh, trang dau thu
ciing phai biéu 16 tinh cdchctia quy vi.

=» Gilt mot ban sao ciila méi trang dau thuda gai. Thu da goui
gitp tim viéc va thyc hiénhoatdong ti€pndisudn sé hon.

=¥ Yéu cau hoi ddp hay phong van. Trang dau thuding gidp
dugc phong van,do d6 hay yéucau nhu vay!
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Mr. John Watt
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. Watt,

First Paragraph —State the reason for the letter, the specific position
or type of work for which you are applying and indicate from which
resource (placementcenter, news media, friend, etc.) you learned
aboutthe opening.

Second Paragraph —Explain why you are interested in the position,
the company, etc., and whatyou can do for the employer. If you are a
recent graduate, explain how your academic background makes you a
qualified candidate. If you have had some practical work experience,
pointout your specificachievements or unique qualifications.
Remember—do notcopy information directlyfrom your resume.

Third Paragraph— Refer the readerto the enclosed resume or
application which summarizes your qualifications and training.
(This can also be included atthe end of the second paragraph.)

Final Paragraph—Indicate your desire for a personal interview and
your flexibility as to the time and place. Include your phone number and
offer any assistance to help obtain a speedyresponse. Close with a
statementora question to encourage aresponse. Forexample, state
that you will call on a certain date to setup an interview.

Regards,
John Q .Public
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